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This publication prescribes the Headquarters Air Reserve Personnel Center (ARPC) Pyramid Notification
System used for selective and total recall of personnel under emergency or exercise conditions, telephone
notification, and telephone communications tests. It establishes procedures and responsibilities for noti-
fying and recalling ARPC personnel and testing the notification system. It applies to all military and
civilian employees assigned to ARPC. AUTHORITY: Title 10 U.S.C., Section 8013.

This publication includes a requirement to maintain, collect, use, or disseminate information subject to the
Privacy Act of 1974. Privacy Act Statements are not required, when data collected is used in the course
of official business.

SUMMARY OF REVISIONS

This publication has been rewritten to correct various office symbols and updated terminology as a result
of the ARPC reorganization. A bar ( |) indicates a revision from the previous edition.

Section A—Terms Explained

1. Assigned Personnel. Includes persons permanently assigned in any capacity. Excludes summer hires,
student aides, and temporary employees.

2. Available Personnel. Assigned strength minus the number of personnel on temporary duty (TDY)
outside the continental United States (CONUS), absent without leave (AWOL), deserted, or in civilian or
military confinement. Persons on leave, TDY within CONUS, and sick in quarters are normally available
and subject to recall.

3. Control Staff Instruction (COSIN). Specific directorate personnel responsible for providing mobili-
zation or exercise information to the director and directorate staff.
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4. Emergency Actions. Immediate command actions necessary to respond to an emergency situation.

5. Emergency Essential. Personnel designated as necessary to establish and maintain the ARPC mobili-
zation mission in emergency/contingency/exercise situations (i.e., Personnel Readiness Center (PRC)
augmentees, Tiger Team, COSIN Representatives, etc.).

6. Key Staff. Persons designated by the commander and listed on the ARPC/AFRC Key Staff Pyramid
Notification Roster published by the Readiness and Mobilization Division (DAR). Directors are normally
the key staff members. Each key staff member must have an alternate to be contacted, if the primary per-
son cannot be reached.

7. PRC Augmentees. Support staff designated, in writing, by their appropriate directors to support PRC
operations during contingencies or exercises.

8. Present for Duty. Persons who have reported to their duty location or work place.

9. Pyramid Notification System. Structure and procedures used to pass information and instruction to
ARPC personnel during nonduty hours.

10. R-Hour. The time recall is initiated, expressed in 24-hour terminology (hours and minutes), using

local time. This time is provided at the onset of all recalls, notifications, and telephone communications
tests.

11. Selective Recall. Recall of selected military and civilian personnel, possibly only those specifically
needed in response to a particular event; for example, key staff only, or the continuity of operations plan

(COOP)-ARPC deployment force.

12. Standby Recall. Personnel who have been notified of possible imminent action requiring recall
within 1 hour, effective until released from standby.

13. Telephone Communications Test. A test of the pyramid notification system and includes all Emer-
gency Essential personnel.

14. Telephone Notification. Used to contact assigned personnel and summer hire/student aides during
inclement weather/impending disaster.

15. Test Personnel. For purpose of telephone communications tests, test personnel are the assigned
strength minus persons TDY. Summer hires and student aides are not considered as test personnel.

16. Total Recall. Recall of all assigned military and civilian personnel.
Section B—Responsibilities

17. Readiness and Mobilization Division (DAR):
17.1. Keeps the ARPC/AFRC Pyramid Key Staff Notification Roster current.
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18.

19.

17.2. Maintains file of current directorate pyramid notification rosters.

17.3. Initiates telephone communications tests of 100 percent of ARPC assigned personnel at least
annually and initiates present for duty recall tests of Emergency Essential personnel in conjunction
with a mobilization exercise or as instructed by the commander.

Directors:

18.1. Notify DAR of all changes to their portion of the ARPC Key Staff Pyramid Notification Roster,
including all temporary changes to be in effect for more than 14 days.

18.2. Establish pyramid notification rosters to cover all of their personnel to include summer hires
and student aides, as follows:

18.2.1. The pyramid is constructed so no one is responsible for contacting more than five people.

18.2.2. As a minimum, the instructions outlined in the sample pyramid notification roster (Figure
1) and the sample alert messages (Figure 2) are included on each roster.

18.2.3. Summer hires and student aides are identified with an asterisk (*) and are included for
notification only.

18.3. Provide DAR a copy of all pyramid notification rosters for their directorate each time new ones
are published.

18.4. Maintain a current copy of the pyramid notification roster for all personnel in the directorate.

18.5. Furnish copies of the applicable notification roster to the listed personnel and brief all assigned
personnel on notification procedures and policies outlined in this regulation.

Individuals:

19.1. Inform the person responsible for maintaining their directorate pyramid notification rosters and
the persons responsible for notifying them of name and telephone number changes.

19.2. Notify (or make every reasonable attempt to notify), person listed on the directorate pyramid
notification roster they have been tasked with contacting. If contact cannot be made with the first per-
son in the group, the caller should continue down the list until making contact or exhausting the list.
Attempts will continue until R-Hour plus 120 minutes.

NOTE: The requirement for person-to-person contact remains in effect. If an answering machine is con-
tacted, simply leaving a message breaks the chain, especially if the person receiving the message has addi-
tional personnel to contact.

19.3. Provide the supervisor alternate means of contacting them, if they have no home phone.

19.4. Record the time contact was made, and report it to the supervisor upon arrival the next duty day.

Section C—Application of the Pyramid Notification System

20. Pyramid Notification System. The pyramid notification system is used for selective or total recall
of ARPC personnel. It is also used to notify ARPC personnel, including summer hires and student aides
(Section B, paragraph 18.2.3) of impending or actual disaster or emergency situations within the Denver
geographical area. The system may be activated by the commander or vice commander.
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21. Selective/Standby Recall. Selective recall may be implemented to recall individuals required to
respond to a specific situation. All other personnel may be placed in standby recall status. In addition to
reporting for their normal duty hours, personnel in standby recall status will remain on telephone standby
and be available to report for emergency duty within 1 hour of being contacted. Notification of release
from standby status is made through the pyramid notification system. Personnel will not normally be
placed on standby unless a mobilization is imminent.

22. Alert Messages. The alert message will be as directed by the commander, and passed on VERBA-
TIM throughout the pyramid notification system (Figure 2).

Section D—Procedures

23. Recall of Personnel on Leave/TDY. The recall of personnel on leave, TDY, or sick in quarters is ini-
tiated only at the direction of the commander or vice commander.

24. Long Distance Telephone Calls. When it is necessary to make long distance telephone calls, the fol-
lowing methods may be used:

24.1. During duty hours, use FTS 2000 and direct dial the individual.

24.2. During nonduty hours and weekends, direct dial the individual from your home and submit a
claim voucher (SF 1164, Claim for Reimbursement for Expenditures on Official Business) to the
Budget Office (RMB) and attach a copy of the telephone bill on which the call or calls appear.

24.3. To contact speech or hearing impaired individuals, place calls through Relay CO
(1-800-659-3656). If individual is long distance, place call through the Federal Information Relay
Service (FIRS) (1-800-877-8339).

25. Response for Recalls and Communications Tests. Responses to recalls are accomplished as fast as
possible consistent with personal safety and safe driving practices. Under no circumstances should per-
sonnel responding to a recall resort to unsafe driving practices to comply with this regulation.
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| Figure 1. Pyramid Notification Roster - Sample Format

FOR OFFICTAL USE ONLY
PYRAMID NOTIFICATION ROSTER FORMAT

Name
Home Phone
[ 1 T{ [ |
Name Name Name Name Name*
Home Phone| |Home Phone| [Home Phone| |Home Phone| |Home Phone

Name | Example of MULTIPLE CALLS

(one person placing calls to blocks
Home Phone thwopcrsons or more)

Name
Home Phone

|

Name "
Home Phone

- Name
Home Phone

Example of INDIVIDUAL CALLS
(each person in the chain calling the
next person in the chain)

* Summer hires and student aides: For notification only - DO NOT RECALL or include in commumication
tests.

PRIVACY ACT NOTE: Hone telephone numbers appear on this roster only for the purpose of alerting or
recalling personnel. Disclosure or use of home telephone numbers for other purposes is prohibited by the
Privacy Act of 1974.

NOTIFICATION INSTRUCTIONS:
1. Note and be prepared to report the time you are contacted.
2. If the person whose name follows yours cannot be contacted, call the next person on the list.

DO NOT BREAK THE CHAIN.

FOR OFFICIAL USE ONLY
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Figure 2. Alert Messages for Recall or Communication Tests.

ALERT MESSAGES

A —-TOTAL RECALL “This is (give grade, if military, and name) calling. This
is a total recall of ARPC personnel. R-Hour is (time).
Complete your pyramid notifications and report to duty
at once. Please acknowledge that you understand."

B - SELECTIVE RECALL "This is (give grade, if military, and name) calling. A
selective recall of key staff, or other selected members
has been implemented. R-Hour is (time). Complete
your pyramid notifications. (Key staff) report to duty at
once. Please acknowledge that you understand."

C - TELEPHONE NOTIFICATION |"This is (give grade, if military, and name) calling. This
is a telephone notification of (impending disaster,
inclement weather, and so forth). Please complete your
pyramid notifications. (DO NOT, REPEAT, DO NOT
report for duty. (Standby for further information.)
Please acknowledge that you understand."

D - COMMUNICATIONS TEST "This is (give grade, if military, and name) calling. This
is a communications test. R-Hour is (time). Please
complete your communications test. R-Hour is (time).
Please complete your pyramid notifications. Be
prepared to report the time you were notified. DO NOT,
REPEAT, DO NOT report for duty. Please
acknowledge that you understand."

CRITICAL NOTE: Contact as many personnel as possible as quickly as possible. If you cannot contact
everyone immediately, continue to try after you report for duty.

KIRK A. JAMISON, Chief, Systems Services Division
Directorate of Communications and Information
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